JOY HOFMEISTER

STATE SUPERINTENDENT OF PUBLIC INSTRUCTION
OKLAHOMA STATE DEPARTMENT OF EDUCATION

MEMORANDUM
TO: The Honorable Members of the State Board of Education
FROM: Joy Hofmeister
DATE: October 24, 2019
SUBJECT: Lindsey Nicole Henry Scholarship

St. Mary’s Catholic School of Ponca City requests approval to participate in the Lindsey Nicole
Henry (LNH) Scholarship for Students with Disabilities program. They are accredited through
the Oklahoma Conference of Catholic Schools Accreditation Association and recognized by the
Oklahoma Private School Accreditation Commission (OPSAC) charged by the Oklahoma State
Department of Education with overseeing educational quality of accredited private schools in the
state.

Included are copies of OPSAC Certificate, pages from the General Information Handbook for
Parents and Students for St. Mary’s Catholic School, Ponca City and pages from the Archdiocese
of Oklahoma City Catholic School Employee Handbook. The entire Parents and Students
Handbook (39 pages) and the Archdiocese of Oklahoma City Catholic School Employee

e Handbook (69 pages).can be provided upon request. These address particular areas of the -
affirmation in the LNH application.

e Note Handbook for Parents and Students page 6 (History of St. Mary’s Catholic School)
addressing fiscal soundness by having been in operation since 1901,

e Note Parents and Students Handbook page 26 statement of nondiscrimination policy.

e Note Parents and Students Handbook addressing state and local health and safety laws
and codes on pages 10 (Asbestos), 13 (Communicable Diseases), 20 (Emergency
Procedures), 22 (Health Guidelines), and 30 (Safe Environment).
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Joy HOFMEISTER

STATE SUPERINTENDENT OF PUBLIC INSTRUCTION
OKLAHOMA STATE DEPARTMENT OF EDUCATION

¢ Note Parents and Students Handbook page 4 (Philosophy and Mission Statement), pages
15-16 (Communications and Curriculum) and page 28 (Parent-Teacher Conferences and
Progress Reports) addressing academically accountability to the parent.

e Note Archdiocese of Oklahoma City Catholic School Employee Handbook page 14
(Credential Review and Verification) addressing teacher employment.

e Note Parents and Students Handbook pages 16-17 addressing disciplinary procedures.

Finally, St. Mary’s Catholic School will make modifications and/or accommodations for
individual students based on their specific needs. They also have an Intervention Specialist on
staff who works with students individually or in small groups.

JH/se
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OKLAHOMA STATE DEPARTMENT OF

, 1 LINDSEY NICOLE HENRY SCHOLARSH
EDUCATION PRIVATE SCHOOL APPLICATION OLARSHIF

e CHAMPION EXCELLENCE -

St. Mary's Catholic School PK-8th Grade

NAME OF PRIVATE SCHOOL GRADE LEVELS

415 8. Tth Street , Ponca City OK 74601
ADDRESS ’ cy STATE zip
5807654387 stmaryspsok.com

PHONE NUMBER WEéSlTE ADDRESS

Sarah Hunsaker, Principal

SUPERINTENDENT, HEAD-MASTER OR PRINCIPAL NAME

Sarah Hunsaker sarah.hunsaker@smsponcacity.org

LNH CONTACT PERSON CONTACT EMAIL

The Lindsey Nicole Henry (LNH) Scholarship Act requires, in part, that the private school
desiring to participate must demonstrate/identify certain criteria prior to being approved.
The State Department of Education shall approve a private school as eligible to participate
in the scholarship program upon determination that the private school meets the following:
The private school must demonstrate fiscal soundness by having been in operation for one (1)
year or providing the State Department of Education with a statement by a certified public
accountant confirming that the private school desiring to participate is insured and the owner or
owners have sufficient capital or credit to operate the school for the upcoming year by serving
the number of students anticipated with expected revenues from tuition and other sources
that may be reasonably expected. In lieu of a statement, a surety bond or letter of credit for
the amount equal to the scholarship funds for any quarter may be filed with the Department.

YES DNO Does your school meet the financial requirements stated above?
. ;YES []NO Do you comply with the antidiscrimination provisions of 42 U.S.C., Section 2000d?
YES DNO Do you meet state and local health and safety laws and codes?

YES DNO Will you be academically accountable to the parent or legal guardian for meeting
the educational needs of the student?

YES E]NO Do you employ or contract with teachers who hold baccalaureate or higher
degrees, or have at least three (3) years of teaching experience in public
instruction in subjects taught?

YES DNO Do you comply with all state laws relating to genéral regulation of private schools
and adhere to the tenets of all published disciplinary procedures prior to the
expulsion of a scholarship student?
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The private school must meet the accreditation requirements set by the State Board of
Education or another accrediting association approved by the State Board of Education.

Please list all accrediting information.

We are accredited through the Oklahoma Conference of Catholic Schools Accrediting Association.

What services and support do you offer students with disabilities?

We make modifications-and/or accommodations for individual students based on their specific
needs. Eligible students receive testing and speech services through the local school district. We
also have an Intefvention Specialist on staff who works with students individually or in small groups.

Please list below any additional information you would like the State Board of Education to

consider for adding your school to the list of approved private schools for the Lindsey Nicole
Henry Scholarship.

The information | have provided the State Board of Education is correct and complete to the best of
my knowledge.

@l\h\%/h\\é/ﬁ( | Z,o;/l\,/loﬂ

SIGNATURE

DATE
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Oklahoma Private School Accreditation Commission

CERTIFICATE OF MEMBERSHIP

This certificate is issued to

ST. MARY CATHOLIC SCHOOL

Ponca City, Oklahoma
Pre-bindenganten - §th Grade

By the Members of the Oklahoma Private School Accreditation Commission

upon the recommendation of the Commission.

The issuance of this certificate acknowledges the fulfillment of

requirements, provisions, and standards prescribed by OPSAC for member accrediting agencies .

Effective 2018 - 2019

RV S N 2Y/)

Chairman Executive Director

Dr. David Madison Dr. Donnie Peal
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ST. MARY’S CATHOLIC SCHOOL
Ponca City, Oklahoma

ST. MARY'’S
CATHOLIC SCHOOL

EST.1901

To LOVE GOD AND OUR NE!GHBOV\

RECEIVED BY

JUL 25 2019

Oklahoma State Department of Education
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PHILOSOPHY OF ST. MARY’S CATHOLIC SCHOOL

The aim of St. Mary’s Catholic School is to assist parents/guardians in their responsibility of
education and formation of their children. St. Mary’s School recognizes that each member of our
community has worth and value as a child of God. St. Mary’s School assists each person in
identifying his/her unique gifts and talents, and encourages their use in service to the community
in building up the kingdom of God.

This educational community exists as a ministry of the Catholic Church of St. Mary. St. Mary’s
School ministers to the parish through participation in liturgical ministries, provision of religious
education to members, and development of community spirit through service opportunities and
celebrations. Students and staff are encouraged and expected to live the teachings of Jesus Christ
by practicing respect, courtesy, compassion, peace and justice, and service among each other, at
school, at home, and in the larger community.

St. Mary's Catholic School orients a child's whole life by striving to nurture each student's
potential and advance his/her growth in lifelong faith, moral values, healthy self-esteem, physical
development, technological communications, appreciation of the arts, and academic excellence.

MISSION STATEMENT OF
ST. MARY’S CATHOLIC SCHOOL

St. Mary’s Catholic School is committed to providing academic excellence in a safe, nurturing
environment following the teachings of Jesus for the development of the whole child.




A BRIEF HISTORY OF ST. MARY’S SCHOOL

St. Mary’s School opened September 2, 1901 under the direction of the Sisters of Divine
Providence. By 1905, a boarding school had been added. As enrollment grew, the need for a new
school became imperative, and the present school building was dedicated November 11, 1928.
After the move to the new school, there were apparently no more boarders. The secondary
program was discontinued in 1971. However, with the addition of the Kindergarten program in
1972, the Preschool program in 1978, seventh grade in 1996, and eighth grade in 1997, the
school has continued to flourish.

The school remained under the direction of the Sisters of Divine Providence until the 1980-81
school year. From the fall of 1980 until the spring of 1987, the school was under the direction of
the Sisters of St. Joseph. Presently, St. Mary’s Catholic School is a parochial school funded and
operated by St. Mary’s Parish. The school is fully accredited by the Oklahoma Conference of
Catholic Schools Accrediting Association and the Oklahoma State Department of Education.
Parent involvement in the school has historically been encouraged through the use of parent
volunteers and through the Parent-Teacher Council (PTC).

ACCREDITATION

St. Mary’s School is accredited through the Oklahoma Conference of Catholic Schools
Accrediting Association. This accreditation is also recognized by the Oklahoma State
Department of Education.

ADMISSION

Registration for the new school year begins in the spring. A registration fee is paid at the time of
registration. A refund may be obtained if withdrawal is necessary before school begins only if
the family is transferred or moves from the Ponca City area. Refunds may not be given for
families who withdraw their children in order to attend another school in the Ponca City area.
All new students accepted at St. Mary’s Catholic School are placed on a nine-week probationary
period. At the end of this probationary period, the classroom teacher will evaluate the student’s
academic and behavioral performance and determine whether or not the program of the school
meets the needs of the child.
The priority for admission is on a first come, first served basis, as follows:
1. Active parishioner with children currently enrolled in school or oldest child enrolling in
Preschool 1
2. Active parishioner transferring into the parish, enrolling children from another Catholic

school




The school and the students are co-tenants. The school reserves the right to search desks and
lockers at any time. Students may be requested to reveal contents of personal belongings. Failure
to comply will result in a parental contact and possible suspension or expulsion.

ASBESTOS

According to State mandate, the school is inspected twice annually for asbestos contamination.
Subsequently a report is filed with the Archdiocese, and the Asbestos plan is available in the
office for anyone to review.

ATTENDANCE

Every student shall attend school regularly. Regular attendance at school is necessary for
students to fully benefit from the educational experience. It teaches students the necessity of
regular attendance in preparation for work, and teaches students to be personally responsible.
All Catholic schools in the Archdiocese of Oklahoma City are required to comply with the
current compulsory attendance regulations as determined by the state of Oklahoma. This
includes pre-kindergarten and kindergarten students (School Laws of Oklahoma, Section 229,
2002). According to state stature, students must be in attendance for 80% of the school year. If
a Saint Mary’s student misses more than twenty (20) days per year, the student will be
considered for retention. A parent/guardian may appeal this decision to the principal in
writing.

If a child is or will be absent, a parent must call the office (765-4387) by 9:00 a.m. to notify
school personnel. As a safety precaution, the office personnel will notify a parent of a child's
absence if a parent call has not been received. Written excuses sent to school prior to the date of
the absence are also acceptable. These are kept on file for the entire school year. Continued
unexcused absences will require an evaluation of the student’s enrollment at St. Mary’s.

ABSENCE

Regardless of the reason for absence or tardiness, it is the student’s responsibility to make up any
work missed during the absence period. As a general guideline, if a student is absent one day,
he/she has one day to make up the work. If he/she is absent for two days, then he/she has two
days to make up the work, etc. When a student is absent for more than two days, a parent may
call the school office to arrange for homework assignments. Arrangements for regular classroom
tests missed because of absences are to be made with the individual teachers. These tests must be
taken within one week of the original test date. Teachers are not required to give assignments
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CAFETERIA

Students need to enter the cafeteria quietly in alphabetical order. Good manners and respect for
self and others are expected at all times. Students are to follow instructions given by supervising
adults.

CELL PHONES

If a student needs a cell phone after school due to walking home from school, entering a house
where no one is home, or attending sport practices or games, he/she should either leave the cell
phone in his/her backpack or turn it into the office in the off position for the day. The cell phone
may be picked up by the student at dismissal. At no time during the day should a cell phone be in
a student’s possession during the school day. Items taken away from students will be returned
to a parent/guardian.

CHILD ABUSE POLICY

All fifty states have laws requiring educational personnel who have reason to believe that a child
is being abused or neglected to report that suspicion to the appropriate authority. The
Archdiocese requires all school personnel to sign a formal agreement to the policy regarding the
abuse of minors. It is the clear responsibility of school personnel to report any situations that
raise reasonable suspicions in their minds.

COMMUNICABLE DISEASES

In accordance with Archdiocesan Policy, any person having a communicable disease will be
dealt with on a case-by-case basis in accord with the guidelines for that disease issued by both
the state and local Health Department, as well as the Center for Disease Control. Therefore,
students with HIV/AIDS who are enrolled or who are seeking enrollment shall ordinarily be
permitted to attend school in an unrestricted setting. They shall not be excluded unless
exceptional conditions are evident, such as the inability to control bodily fluids or unusual
physical aggression with a documented history of biting or harming others. The following chart
lists the most common communicable diseases, indicates the incubation of each, and gives the
requirements set by the Health Department for a student's return to school following the

infection.
Name/Incubation Requirements for
Period returning to school

13




COMMUNICATIONS

Open communication between parents, students, and staff is encouraged. Should a parent or
student have a complaint about a teacher, administrator, or staff member, they first need to
discuss the difficulty with that individual. If reconciliation cannot be reached, then the problem
should be taken to the principal.

Teachers may not be disturbed from their class except in an emergency. During the school day,
they are responsible for the instruction, supervision and safety of the children. Teachers use time
before school to prepare for the school day. Unless you have made an appointment with the
teacher, do not go to the classroom to confer with the teacher before school. Parent-to-teacher
appointments may be made by telephone through the office or by a note to the teacher.
Appointments and return calls will be made as soon as possible. Regarding teacher-to-parent
contacts, parents must inform the office if their workplace does not allow calls except in
emergency situations. The principal maintains an open door policy; however, appointments take

priority.
COMPUTER POLICIES

St. Mary’s Catholic School operates a local area network with Internet access. St. Mary’s School
follows the guidelines of CIPA (Children’s Internet Protection Act) with regard to Internet use.
Internet filtering is in place. A statement of Terms and Conditions for computer use is issued to
each student in grades six through eight. Policies and procedures are explained during computer
class. Each student must agree to abide by these Terms and Conditions before they are given
Internet access. This document, signed by parent and student, must be on file before a student
can use the Internet independently. Students may not access email, chat rooms, or instant
messaging applications, or download files from our school network. Any misuse of computer or
Internet resources may, at the discretion of the teacher, result in loss of computer privileges for
the student, along with other penalties.

CURRICULUM

The Archdiocese of Oklahoma City provides St. Mary's Catholic School with a core curriculum
plus Art, Band, Christian Doctrine, Computer, Foreign Language, Music, and Physical
Education. This curriculum is available for anyone to access via the Archdiocesan website. St.
Mary's follows and maintains requirements for Oklahoma Conference of Catholic Schools
Accrediting Association (OCCSAA) and State Accreditation for Elementary Schools. The school
provides an academic environment where students are well prepared to enter higher levels of
education, whether public or private. It also provides an atmosphere where children are free to
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grow and learn. The academic needs of each student are fulfilled through required courses as
well as educational field trips.

Religion is the central core of the curriculum. The program is designed not only to present a well
organized exposition of subject matter enhancing the Catholic faith of the home, but also to bring
each student to a personal experience of their faith and a deeper knowledge of Jesus Christ as He
is revealed to us through the Bible, Sacraments, and the people around us. Weekly Mass and
daily religion classes are a required part of St. Mary’s curriculum.

DISCIPLINE & DISCIPLINARY ACTION

St. Mary's Catholic School believes that discipline is a positive value. The purpose of discipline
is:
-To maintain moral, mental, and social order;
-To achieve maturity, self-control, and Christian attitudes toward lawful authority, one's
peers, and one's duty to life;
-To teach consideration and courtesy for others; and
-To provide a classroom situation conducive to learning,.

When the behavior of an individual student comes into conflict with the rights of others,
corrective action is necessary for the benefit of the individual and of the school. Disciplinary
actions will be based on a careful assessment of the circumstances surrounding each infraction.
Such circumstances will include, but not necessarily be limited to, the student's attitude, the
seriousness of the offense, and its potential side effect on other students.

Students committing infractions are dealt with according to the severity of the rule being violated
and the number of previous infractions that have been committed. The following is a list of
possible disciplinary actions but not necessarily the order of implementation.

1. Warning

Advise parents

After School Detention

Removal from class or group (temporary or permanent)

Parental conference (by phone or in person)

In-school suspension

Suspension

Meeting with Father Carson Krittenbrink

Expulsion

Any other disciplinary action deemed appropriate under the circumstances

e S A e
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Detentions will be served at the discretion of the principal or teacher. If a detention is issued to
your child by a teacher or the principal, a detention notice will be sent home with him/her that
day. This notice will include the behaviors that warranted the detention and must be signed by a
parent/guardian and returned to the office the following morning. If not, the parents will be”
contacted and the length of the detention will be doubled.

Strict disciplinary action will be shown students in possession of or involved with: narcotic
stimulants, depressants or alcohol; drug paraphernalia; sexual paraphernalia, including
pornography; misuse of social media; or those students who use obscene gestures, vulgar
language, or innuendo.

The principal is the final recourse in all disciplinary situations and may waive any disciplinary
rule for just cause at his or her discretion.

DRESS CODE

The gospel calls the people of God to live simple lives. In keeping with this, the St. Mary’s
Catholic School Uniform Policy and Dress Code are intended to be guidelines by which students
may dress in a respectful manner that reflects the importance of learning in their lives. Within
this specificity there is some diversity, but the limits of that diversity are clearly defined. These
standards are based on neatness, clganliness, and modesty. The intent of the dress code is to keep
the students’ appearance simple, modest, and free from distraction and competitiveness.

UNIFORM GUIDELINES

Girls (K- Grade 8)
--Shirt: White, Hunter Green, or Navy knit “polo” style shirt (short or long-sleeved)
White turtleneck shirt worn under jumper, polo, sweater, or sweatshirt

--Jumper: Khaki or Navy Blue *collared shirt & shorts must be worn underneath.
--Skirt: Khaki or Navy Blue *shorts must be worn underneath.

--Pants, Capris, Skorts & Shorts: Khaki or Navy Blue

--Socks: White, Hunter Green, Navy Blue, or Black

--Tights: White,v Hunter Green, or Navy Blue

4

--Sweater, Sweatshirt (with or w/out hood): White, Navy Blue, or Hunter Green (Gray spirit
wear jackets may also be worn.) *Collared shirt must be worn underneath.

--Cardigans, Sleeveless Sweater (Vest): White, Navy, or Hunter Green (Not to be worn under a
jumper) *Collared shirt must be worn underneath.
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e [Earrings are not permitted for boys;

e Earrings for girls must be no larger than the size of a dime and must not “dangle” below
the earlobe;

e All body piercing and tattoos, with the exception of ear piercing, is unacceptable.

e All clothes should be clean and free of stains.

e No extremes in hair are permitted (color, bleaching, style, or length). Hair deemed
bizarre or disruptive is prohibited. The principal will determine what is or is not extreme.

***All final decisions regarding school dress will be made by the Principal. ***
ST. MARY’S CATHOLIC SCHOOL UNIFORM VIOLATION POLICY

--First offense: Student will receive a note indicating dress code violation to be signed by parent.
--Second offense: Student will receive a note indicating dress code violation to be signed by
parent and an after school detention will be assigned..

--Third offense: Parent will be contacted to bring appropriate uniform attire to the school.

Three detentions due to dress code violations will lead to in-school suspension.
EMERGENCY PROCEDURES

Fire, tornadoes, earthquakes, and intruders on campus are life-threatening situations. Fire,
tornado, earthquake, and intruder emergency procedures will be discussed in each class during
the first week of school. Students need to understand and follow these instructions. The
instructions will be posted in each classroom. The Archdiocese of Oklahoma City requires 2 of
the following drills each year: Fire, Tornado, and Intruder.

EXTRACURRICULAR ACTIVITIES

Extracurricular activities are a part of the education and formation of St. Mary's Catholic School
students. All students may participate. However, restrictions for Middle School Students will
occur when a student’s average grade falls below 75%.

FIELD TRIP POLICIES
1. Field trips are designed to enrich students and to achieve educational goals.
2. At the teacher’s discretion, field trips may be re-evaluated each year to determine the

compatibility with curricular goals.
3. A field trip is a privilege and not a right; Individual teachers, in consultation with the
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17.

18.

a booster seat, the parent/guardian may be responsible for providing the device. Since the
focus of every parent volunteer must be on the safety of the students, no siblings or other
children will be permitted.
The number of chaperones for field trips will be determined by class size and/or field trip
destination. St. Mary’s Catholic School adult to student ratio guidelines for field
trips are as follows:
Pre K I, II, and Kindergarten = 2 students: 1 adult
First — Fifth = 3 students: 1 adult
Sixth — Eighth = 5 students: 1 adult
We will follow the Oklahoma Passenger Safety Law that was official as of November 1,
2015.
Oklahoma Child Passenger Safety Law
0-2 years: Must ride in a rear-facing car seat
2-4 years: Must ride in a car seat with a harness.
4-8 years: Must be in a car seat or booster seat unless the child is taller than 4-foot-9
8 years or taller than 4-foot-9: Must be in a secured seat belt.

HEALTH GUIDELINES

St. Mary's Catholic School follows the Archdiocesan Policy for the dispensing of medicine.

Medicine of any kind is not to be provided for students by the school. NO MEDICINE MAY
BE ADMINISTERED TO A STUDENT BY A SCHOOL EMPLOYEE, including the school
nurse, without a written directive from the student's doctor. This ruling was made by the
Oklahoma Attorney General, February 16, 1984, SPECIFICALLY INCLUDING ASPIRIN.

Non-prescription medication, including aspirin, may NOT be given to a student without a
written directive signed by the student's doctor.

No prescription medication may be given to a student without two of the following:

~-The prescription vial/bottle/container which correctly states the name of the patient, the
name of the prescriber (doctor), and the directions for the administration of said drug (the
date should also be current);

-The written directive signed by the student's physician;

-The parent form filled out requesting the school to administer the medication at the times
the prescription indicates.

Asthma Medication- Immediate access to reliever inhalers is vital. Children are encouraged to

carry their reliever inhaler as soon as the parent, doctor or nurse and class teacher agree they are

mature enough. Parents are asked to ensure that the school is provided with a labeled spare

reliever inhaler. All inhalers must be labeled with the child's name by the parent.
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NON-DISCRIMINATION POLICY

St. Mary s Catholic school admits students of any race, color, sex, ethnicity, national omgm or
dlsablhty to all the rights, privileges, programs, and activities generally accorded or made
available to students of the school. It does not discriminate on the basis of race, color, ethmmty,
natxonal origin, or disability in the admmlstramon of its educational pohcles, admissions policies,
or athletic and other school-administered programs. If you feel you have been discriminated
against, please contact Rev. Carson Krittenbrink, Pastor; 408 S. 8th, Ponca City, OK 74601,

PARENT’S ROLE IN EDUCATION

We, at St. Mary’s Catholic School, consider it a privilege to work with parents in the education
of children because we believe parents are the primary educators of their children. Therefore, it
is your right and your duty to become the primary role models for the development of your
child’s life---physically, mentally, spiritually, emotionally, and psychologically. Your choice of
St. Mary’s Catholic School involves a commitment and exhibits a concern for helping your child
to recognize God as the greatest good in his/her life. Good example is the strongest teacher.
Your personal relationship with God, with each other, and with the Church community will
affect the way your child relates to God and others. Ideals taught in school are not well rooted in
the child unless these are nurtured by the example of good Catholic/Christian morality and by an
honest personal relationship with God in your family life.

Once you have chosen to enter into a partnership with us at St. Mary’s Catholic School, we trust
you will be loyal to this commitment. During these formative years (Pre-K to 8), your child
needs constant support from both parents and faculty in order to develop his/her moral,
intellectual, social, cultural, and physical endowment. Neither parents nor teachers can afford to
doubt the sincerity of the efforts of their educational partner in the quest of challenging, yet

nourishing, the student to reach his/her potential. Tt is vital that both parents and teachers

remember that allowing oneself to be caught between the student and the other partner will
never have positive results. To divide authority between school and home or within the
home will only teach disrespect of all authority. If there is an incident at school, you as
parents must make an investigation of the complete story your first step. Evidence of mutual
respect between parents and teachers will model good mature behavior and relationships.

Students are naturally eager to grow and learn. However, sometimes in the process of

maturation new interests may cause them to lose focus. As this natural process occurs, the
student needs both understanding and discipline. At times, your child may perceive discipline as
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To support the religious and educational goals of the school;

To support and cooperate with the discipline policy of the school;

To treat teachers with respect and courtesy in discussing student problems.

To remember that outside sports/hobbies/activities have their place-prioritize education first.

PARENT-TEACHER CONFERENCES

Scheduled conferences for all parents will be held once each semester. This will give parents the
opportunity to speak individually to their child's teacher. Parents and/or teachers are encouraged
to request additional conferences whenever a serious problem may arise.

PET POLICY

Individual with a documented need for a service animal or service animals as employed by the
school are welcome on the school campus and at school-related activities. All other pets or
animals are not allowed on the school campus at any time unless for an administration approved
activity. Administration approval is only intended for events in which the presence of an animal
encourages the learning process or for specific, Church sponsored pet blessings. Pets or other
animals are not allowed on any school field trip or other school sponsored event, including
school-sponsored social events.

PRO-LIFE STATEMENT

At St. Mary's Catholic School students are taught to live by Gospel values and to recognize the
sanctity of the family. "In keeping with our Catholic philosophy regarding respect for human life
and Catholic Church teachings that life and therefore parenthood begins with conception,
student(s) who become parent(s) before they graduate [from St. Mary's Catholic School] will be
treated with dignity, compassion, and concern for their feelings." The school follows the
Archdiocesan policy on pregnancy as detailed in Section 6210.10 of the policy.

PROGRESS REPORTS
Students in grades K-8 will receive progress reports half-way through each nine weeks to

provide parents an update on their child's progress. Parents are to sign the Progress Report and
return it to the school within one week.
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6. In the cafeteria, students will conduct themselves in an orderly manner, taking care to talk
in an acceptable tone of voice.

RETENTION POLICY

All promotions, regular and special, shall be decided by the principal in light of the teacher's
recommendation and in consultation with the parents and the student, if appropriate. Such
decisions shall be based on a total evaluation of a student's growth in all areas of development.
St. Mary's Catholic School follows Archdiocesan Policy 7230 with regard to retention of
students.

SCHOOL ADVISORY COUNCIL (SAC)

The SAC is established by the Pastor, in accordance with Archdiocesan policy, to advise him and
the principal in the governance of the parish school. Members cannot act apart from the pastor
and the principal and cannot make decisions that are binding on the parish school without the
approval of the pastor and principal. Advisory also means that decisions will not be made in
major matters until and unless the council has been consulted. The area in which the SAC has
responsibility and shall be consulted include: planning, policy development, finance,
development and public relations, selection of the principal, and major curriculum changes. New
members must complete the required two-hour orientation.

The SAC holds regular meetings from August to June. Non-council members who would like to
address the SAC may make a request to the chairperson, pastor, or principal in writing at least 10
days prior to the next meeting. The written request shall include the topic to be discussed.

SAFE ENVIRONMENT

All parents volunteering to chaperone a school sponsored field trip or to substitute in the
classroom are required to receive Safe Environment Training. This training consist of an
application that will be used for a background check, a signed code of conduct, and attendance at
a training in-service. The in-service will provide informative guidelines for completing the
application, and a video will be presented. The in-service will take approximately one hour to
complete.

Safe environment training will be provided four times throughout the school year. The dates for
2018-2019 Safe Environment In-Service are:

September 4, 2018
November 6, 2018
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[305  RIHE 0 ACCESS ..viuiiiiieiiriiineiiniiitiiie ittt sttt sttt ea s bbb e st et e s e ebesaebesessesssrensesnsasasans 51
1306  Responsibility to Conserve Computer RESOUICES .......couriirririieininieiiiciceeeteiere e v 51
1307 SOTEWALS USAZE ....ecviriricieiieirecereretc ettt tete st et e s te e st sbe st s st e saestesssesseeseetaassabeatestesrnensensestessssrno 51
1308  Installation of Personal SOIWATe ........c.ccciiriiriiimriiiiincreiesene ettt 51
1309 Computer Use POLICY ...c.coviviiiiiiiiiiiieiicintti ettt st sb e s 52
SECTION 1400  SAFETY oottt seestettsaeaetesaensaessasaeseesa e sreasasasssesessessssensesesssseensesserensons 52
1401 Workplace VIOLENCE. ......cccouriiiiiiiiiiice ettt sv st sve s te e e teeve v v evasteesnensenbessen 52
TAOT.T IS ittt ettt eb et e st e e s e st ete s b et s et e s easssetenseseereenereas 52
1401.2  Intoxicated Parent/GUardian..........cccouevvcerrirerieiessieerisienestistesesese e rees e ereer et ereetesrenens 53
T401.3  WEAPOMS ...ciiiiiiitiiiii e e sttt n st neneas 53
1402 DrivING RECOTAS ..eiiitiiiiii ettt e e et be e st s be s snsersensn s e s sresbesbesresasasbesnes 53
LA03  FIISE AT ettt et s e b e st e st a et a et e e se st e e besseneeaeerentenserens 53
1404 Reporting of Accident / INCIAENL. ........c.evririeiiiiririiiirenne ettt s e cre et eeerens 53
1405  Emergency DS ...cocciiiriiiiiiiiii ittt ere s e et e b et bs st s eanerentas 53
1406 Work-Related INJUIIES. .....cocvitireriririereetce ettt et saeete s aeseetaeraebeest e tssssstnarsares 54
1407 Communicable Disease Prevention / Universal Precautions .........cccccceevevivieeeenceinecreceenrenenan 54
1408  Infectious Disease CONIIOL......c.ocuiriiiiieiiinieinerert et s ss et ae e se et ae e e ensereneen 54
1409  Air Fresheners and Candles ...........cccuvirrineireiiieneiernieneceiesnrie e see e ees e st e seeseensetessones 54
T410  Keys / ACCESS CartS....ccoviriiiiiiiiieiniinieiciecrr ettt et e ste et ese e st en e e et e e tasbessetesbesneneessesensanie 54
1411 Visitors in the WOTKPIACE .......ccoouiiiiiiniiiiiiiiiiiceee ettt st st enas 54
L4112 APPLAINCES ..eeieeiieireiriicint ettt ettt sttt bt s e st e it et e s b e s et e s eteneensereteesebeeteerensenis 54
1413 Dangerous SUDSEANCES .......ccvererviriirerieieireennereentereeieseesaesestesenteseessaessesaesansesesseneensesessessrasenns 55
1414 Locked Doors / WINAOWS .c..cuveeireriininiiiioiiiinietiiesescereseeseeesessessessessssssessesessessesessenseressessensoss 55
SECTION 1500 INFORMATION FOR TEACHERS ......cocoiiiiniiriininentnceieinesiess et seeneevens 56
IS01  ACAAGINC ...ttt et st n ettt e bt st e be e st e s e e se st e b e e e beeta s esseneetesnnens 56
15011 CUITICUIUITL ..ottt ettt sttt et e ss et e b ereereeris 56
1501.2  Lesson Planning and Preparation ... ... il i e 56
1501.3  Classroom Environment.........cccviiireeiiiieiirecierncneieisesiesreseesesesesesasse e svasae e s ssensanas 56
15014 INSEIIHCHION cveviiiiriececnteiiieiee ettt ettt et e ettt et s e e be st e e s e b e bt saanbebebesesatnasesneresns 56
I501.5  ASSESSINIETIL..c.ueouirreeueeieuenueenreuteiteteartenee bt eueeuteerestessere e et et easeseeenseas e benbansanastesesensansssnsarenes 57
1501.6  Professional Responsibilities........cccoivreririiriiimiireniiininecieietetee e 57
1501.7  HOMEWOTK .ouiiiiiiiiiiieicitiii ittt sttt b sttt e e e e et es s asaebasbeeraneennane 57
1501.8  Field TIPS cueeuieeieuiriiieierieiceertetrn et e e stess ettt ebe e se e s aste st en s asasaensasassesassensaneeseernnsereans 57
1501.9  GUESE SPEAKEIS...cverrereriereiierertiire sttt ettt et sttt st et e e e e eseesassensasaasesestssseseetesresenserens 58
1501.10  Promotion / RELENtION . ...cciririiieiisiesieiece st crte et s vt et et esreenssrseresnrantons 58
ISOT.TT  GIAINE...cecverieeiir ettt ettt ettt et et st e s e beebesesbentebeebessensesnesserens 58
1501.12  Grading Scale Preschool .........ccooivioiinioiirccinciciree et 58
1501.13  Grading Scale Kindergartern .........cccouveiriirinirinennieniresesesesiensseneresesesesesesseneerennes 59
1501.14  Grading Scale — EIBMENtary ........cccvevieiererieninenieieininesest e esaese e esasseseesseresseenensen 59
1501.15  Grading Scale — High School..........cccoviiiiiiiiiiiiiiniinecesse e 59
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1501.16  Progress REPOTITS.......coiiiiiieiirciee sttt ere st r e st eb e s snt st snsens e 59

I501.17  REPOIE CaldS. .. ccviuiiiiieiiietieeiie ettt ettt ettt e b e e es e st ebeste st eteeressereeteseereerans 59
150118  Standardized TeStINZ . ....coveeiececreriecteee ettt s creereereser e eae e s se st et e et sre st e e e e 59
1502 SUPEIVISION teuviuririiiiiiiiiiiiiieii ettt eb ettt et e sb et a s e btets st ebe b ensateste s ererns 60
I502.1  ClASSIOOM . ..euuiiiiiieiitetetet ettt et et e e staetessseasesnaeresbesaesbeestsareeseeresresresbesbessestesreentensens 60
I502.2  RECESS.cuitiititie ittt ettt sttt ettt et e bt et st e b e s e era e s e e e bt e teebe et besheanecnbeeressreant s 60
15023 Duties @S ASSIZNEA ...c.evviririiiriineiiriiiieiieere et e sttt s e s e e b st aeere s ensebe st et erenne 60
1503 StUdent CONAUCT........coooieiiieeee sttt e ettt e st e srsereersestesreereeb e s tessesesaesatsteseesnenn 61
15031 DHSCIPIINE .ottt e b ss et ereebe s eseete s ereenensan 61
1503.2  Bullying / Harassment / HaziNg ........ccccceevirininiiiiiiciesieiesecereers ettt sns vt 62
1503.2  Corporal PUnishment..........cccoviiiiiiiiiicciciece et 62
1503.3  SUSPEISION. .cuttiitiiiitieiiirientetestett st ettt et e e ebe st e e e ese e e e ssesae e esaesestasssseteeseabensereerensereerarean 62
15034 EXPUISION..c.tiiiitiitiiriiiiireeete ettt et te st st sae e s sa st e st etaebaetabe b ebesas et ensereerensersnaneas 62
I503.5  SEAICRES...cceiiiiitiiiiiecee ettt e et et areebestnenranbestentesresrenrea 62
15036 DUE PrOCESS ..cceiiiiiiiieiietee ettt ettt e sttt e s st st esn e st e e b e s beeabeearesteenteenresntesresnes 63
1504  Buckley AMEndment ........c.ccoeerimeiiririeiininieneieene et ese st seebe e et easenserensersenereas 63
1504.1  STUAEnt RECOTAS ..ociiieiiiiieieceinte ettt eete e te st et et tb e tsstrsar e besbesss st asssnsesnssaeseesees 63
1504.2  Release of Student RECOTdS......ccocuiiiiiiiiesiie e st v s 63
1505  Parent COmMMUNICATION. ......cveeeiiretectrieeitarese s eeser s sb e e re et esbeseeenresbestesaesresrsetsessessssssnennes 63
1505.1 Conferences with Parents/Guardians...........cceecveiesieciesieeririeereeireere et sssessesaesaenes 64
1506 Student Well-Being........coeiiiiiiiiniriernieres et sre s s seesse st eeae b e s e besteebssnsersensessesenns 64
1506.1  AHENAANCE. ..c..eiiiiiitiietetctee ettt st s ee e b e s sbesr e sreeab bt r e et e nsanresras 64
1506.2  Student ChECK=0OUL.......cciiieireeeee ettt r ettt e et ess s e b aebesreses 64
1506.3  Administering Student Medication ..........ccoocevieiirenerisieininiine et nes 65
1506.4  JOUIMAIS c..eotiiieiieiiiiteee ettt ettt sr e s st st e et s s e b et e seseraebeerbenbentonsonnan 65
1506.5  Service ANIMAL.......cooiiiriiiiiicrerere ettt e e e ee e s ae s ete b e eabeatesteatesrsstsstsebesesens 65
1506.6  CONCUSSION -c.uviiiireteiieseetetrtenteneeseeseeereasassessesresseasasssssnansassanseansensssnsensontssussessrsstsstsssssses 65
1506.7  SUiCide INTEIVENTION ...coveiiiieiirierieiie e se ittt sreste e te et e seebesrs e s eereersenesnsesassssrssesseseresens 66
1506.8  DIUG USE ..oiveiieiiiiiiiiiiiiiiiiiiinie e sttt enc et eet et b et e st et e et et et e b e b e eteereereereeres 66
1507  Teacher Responsibilities .........ccooiviiiiiiiiiiiiiicieniiricc ettt et 66
1507.1  ConfIdentiality......ccccericiiiiiiniinieriienenei ettt ere st sbe et tesbe s eseesesseneerantenas 66
1507.2  Staff Development / IN=SeIVICE......cccccriviriiiecieniereriiieerieristse et seeesrs et re e sse e reasenae 66
1507.3  Faculty MEELING .....cccoceoreciriiiiicierieientesieiesie e te e e e et sretaste st e saeseebasseneansebesserserensonis 67
15074 Cell PRONE USE.....oiiriiieiiriiriieiietrcentesie et e sie st saesseesne st e s e b e besbesasentereeressronsestsssesns 67
I507.5  TULOTIIIZ . c.eeeveirtiterteeteete et et et itettecence et e st et e s e sresaessesneensannassesbeessensesbansesnsarsernssnsassnsensesss 67
1507.6  Copyrighted MaterialS........ccoeieiiiieiiririenieiniecneesesecere e sa e sre et eben s s e 67
1507.7 Classroom Care ..o ST UUUTOTUOIIP S S o oesPrebsvreest BT TO VRIS E TSP IURTRN 67
L5508  CONTIACT. ettt sttt b ettt e e e bt et e s b e st e et e te s sbb e aaa et e e reetbeaabeernereenrenres 67
1509 Faculty LOUINEE ....coveireiieieeieirerteee ittt ettt ettt ettt sa et sa bt be s ensersaseneennrns 68
IS5T0  ACCIEAIALION. c..eieiieiiireieeesee et e e sre st et ebeseeste s e e e s e besbestesreetaasesreansernsssstsnbesbeebessesnsens 68
ISTT THHE DXttt ettt ettt st ettt e ateaeama et e se s st et e anseasaeteebeeneassentestesteousorssrnas 68
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The school can require the removal of the service animal if the animal is out of control and the animal’s
handler does not take effective action to control it, the animal is not housebroken, or the presence of the
animal poses a direct threat to the health or safety of others. A non-exhaustive list of factors that may be
considered under this element are that the service animal:

e s unclean, not well-groomed or has an offensive odor.

e urinates or defecates in inappropriate locations.

¢ solicits attention, visits or annoys students or school personnel.

e vocalizes unnecessarily; i.e., barking, growling, or whining.

e shows aggression towards people or other animals.

e solicits or steal food or other items from the students or school personnel.
o interferes with the educational program of any student.

If the service animal is removed, the individual with a disability shall be provided with the opportunity to
participate in the service, program, or activity without the service animal.

The owner or handler of the service animal is responsible for any damage to school property or injury to
personnel, students, or others caused by the animal.

209  Confidentiality / Right to Privacy

Information obtained in the course of employment (that is not generally available to the public) is
considered confidential and should not be disclosed to anyone who does not have an actual “need-to-know.”
Access, authorized or not, does not confer any right to disclose information. The confidentiality policy is
motivated by concern and respect for an individual's right to privacy. The School acts to protect the privacy
of information about employees, students, and volunteers to the best of its ability, in accordance with
prevailing legal requirements.

210  Immigration Law Compliance

It is the policy of the School to hire only those individuals who are and continue to be eligible to work in
the United States. All new employees must, as a condition of employment, provide proof of identity and
eligibility to work in the United States and comply with all archdiocesan policies, and federal rules and
regulations. Upon employment each employee is required to complete a U.S. Immigration and
Naturalization Form (I-9) to verify eligibility for employment in the United States.

211  Pre-Employment Reference Checks

Pursuant to the requirements of the Safe Environment policy of the Archdiocese, three references will be
checked on all prospective employees. A written record of all reference checks will be maintained in the
personnel file of each employee. The School will honor the request of referents regarding confidentiality,
and employees will not have access to the written record of reference checks. A written release (given on
the application for employment) will be obtained from the applicant prior to checking references. If written
references are provided, additional clarification may be sought via personal or telephone interviews upon
completion of a signed release from the applicant.

212 Credential Review and Verification

The candidate, at the time of application, is responsible for making available to the School verification of
education and professional licenses and certifications, as well as a copy of their current driver’s license and
car insurance verification where it is an occupational requirement.

It is the teacher’s responsibility to maintain a current license/certification for the area he/she is teaching.
The latest certification must be submitted to the principal.
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